3D

OPERATIONAL SERVICES DIVISION

Job Aid:
How to Create a Master Blanket Purchase Order (MBPO) from Scratch

This Job Aid shows a Basic Purchasing user how to:

Create a Master Blanket Purchase Order
Submit a purchase order (PO) for approval and/or send PO to vendor

Of Special Note:

You must be a Basic Purchasing user with appropriate privileges to the organization that owns the migrated
document to perform most of the steps outlined below. Departments use three types of Vendor (Seller) Contracts,
and this Job Aid will focus on the first two.

1.

Master Blankets with one vendor (awarded contractor) and a catalog of line items specific to that vendor.
These blankets, often referred to as “single vendor based,” are ideal for contracts where pricing is fixed and
does not require a quote, however these blankets can be “Solicitation Enabled” in order to support issuing bids to
get price quotes when desired. This setup requires you to create a separate Master Blanket for each awarded
contractor.

Master Blankets with multiple vendors listed as distributors who fall under one placeholder vendor.

These blankets, often referred to as “multi-vendor based,” can be “Solicitation Enabled” in order to support
issuing Bids to get price quotes from the contractors, and then placing orders with the quote winner(s). This
setup requires you to create one Master Blanket that would contain all the awarded contractors.

Punchout (G2B Blanket).
This catalog type integrates COMMBUYS with a vendor’s order management system and online shopping site.
Initiation of this type requires OSD approval.
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Screenshot Directions

Step 1: Accessing the COMMBUYS
COMMBUYS EZC )| Landing Page

1. Launch the COMMBUYS website by
COMMBUYS s the only official procurement record system for the Commonwealth of Massachusetts’ Executive .
Departments. COMMBUYS offers free internet-based access to all public procurement information posted here in £°1\NG BUS/ entenng the URL
S Ve,

order 10 promote fransparency, increase competition, and achieve best value for Massachusetts taxpayers,
coupurs roRuATION S S (https://www.commbuys.com) in the
For more information on COMMBUYS please visit the COMMBUYS support pages. . .
' o browser or by clicking on the
Buyer Training Resources: L

B TS ag hyperlink COMMBUYS.
Buyer Webcast Training ZN

Vendor Training Overview
Job Aids for Vendors e«

Vendor Webcast Training

2. Click on the orange Sign In button in
the upper right hand corner.

T 3. Enter your Login ID and Password

UNSPSC Look-Up Tool Instructions and C||Ck On the Slgn In button_

If you have any questions or concerns contact the COMMBUYS Help Desk at COMMBUYS@state.ma.us or ring us
during normal business hours (8am - Spm ET Monday - Friday) at 1-888-627-8283 or 617-7203197.

Attention Vendors: 54 Newly posted bids - Week of 4/11

No Public Bulletins are currently published No Important Links are currently published

Welcome to COMMBUYS

Login ID

Password

Login Assistance
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Step 2:

File Edit View Favorites Tools Help

Creating a New PO

1. Click on the Add Documents (plus
COMMBUYS o
o
——— OPERATIONAL SERVICES DIVISION ——
4 2. Select Contract from the dropdown
s menu.
Requisition
212l Bid Solicitation
Contract
Purchase Order
Receipt
News P
Step 3: Creating a New PO From Scratch
B Y taloe w s Advance A @ &
COMMELYS o Gty o be0e 1. From the Create a New Purchase
T T Order screen, ensure that the first
radio button: Create a purchase
(RS ———— order from scratch is selected.
mmm 2. Ensure that Blanket defaults in the
it ek ot e et PO Type of the New Purchase Order
|.. field.
Ty ot o e e ELAFREL v .
ol 3. Click on the Continue button.
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Step 4: Completing the New PO General

= COMMBUYS g s n i ED Tab Screen
Py Newro The New PO screen opens to the General
Y - v o R Gwdmn N s tab. All fields marked with an asterisk are

— required. The required fields are:
T Jpe— " mhegen e Short Description: Use this field
) - Man ¥ y.¥ to enter your agency’s contract
L 1 v Oige i numbering information, as well as
4 : a few key words for easy

5 searching.

% e Department: This defaults from
L o P Orde Pt v the user profile. It may be

changed using the dropdown if
other departments are available
to the user.

e Location: This defaults from the
user profile. It may be changed
using the dropdown if other
locations are available to the

.........

o R user.
e Type Code: Select from the
l: dropdown menu:
o CH - Historical Contract
I R ey (do not use)
o NC-=Non-
Statewide/Limited User
Contract

o SW - Statewide Contract
e Catalog: Field is not used.
e Print Format:
o Purchase Order Print
(use this default)
o PO Vendor Print

Optional Fields include:
e Release Type:

o Direct Release: A single
vendor blanket with
specific pricing. Select if
you would like the PO to
be ready to send to the
vendor once the
requisition is approved.

o Standard Release: Used
for any blanket with or
without pricing. Select if
you would like the PO to
require a second
approval.

o RPA Only Release: To
be used only for
situations that require the
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immediate acquisition of
a commodity or service.

e Alternate ID: Enter information
as required. This may include (but
not limited to) data such as
Massachusetts Management
Accounting and Reporting System
(MMARS) encumbrance ID or
Enterprise Resource Planning
(ERP)/Accounting system
transaction numbers for non-
MMARS users.

e Special Instructions: Enter
information as required. This field
allows for entry of specific
instruction to vendors. If entered
on the requisition, the data in this
field will copy forward to the PO
and also be visible on the print
version of the PO. This may
include (but not limited to) data
such as shipping drop off info,
locations, additional contacts, etc.

When fields are complete, scroll to the bottom
of the screen and click on the Save &
Continue button.

Step 5: Opening the Items Tab

Master Blanket Purchase Order PO-17-1080-05001-050EP-7859

i (A B ¢ R i 4 0 8

Sanna: Y- I Pregrens. '

1. Click on the Items tab. You are on
the General sub tab within the ltems
tab. The item information section is
used to define goods or services,
their UNSPSC codes, and pricing
information. Blankets are required to
have at least one item.

2. Click on the Add Item button. Ignore

the red validation error as the next
few steps demonstrate how to add an
orderable item.
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COMMEUYS g

Master Elanket Purchase Order PO-17-1080-050D01-05DEP-7859

e e

[ U — ]

&
®
B
o
®
=
®
"

additional product information »

Price breaks p

Image management p

Cormen Ong; Operationsl Services Division = | Meversbar L 299 83848 P 137

Step 6: Adding Items

The Items General Tab allows you to enter:

e Description: good/service description;
up to 400 characters

e Receipt method: quantity or dollars;
choose based on receiving needs for
the blanket

e Quantity: (at least 1) make sure it is
relevant to the receipt method

e Unit cost: cost associated with the
item/service per unit (can leave 0 to
allow buyer to enter information)

e UOM (Unit of Measure): choose from
dropdown

If this is a multi-vendor blanket, the
description should be specific enough to
determine what the purchaser is requesting
the vendor to provide a quote. Itis
recommended that you indicate that users
should create a Solicitation Enabled
requisition when ordering this item.

In a single vendor PO, the item section
defines specific products or services, their
UNSPSC codes, and pricing information. If
pricing varies based on an item attribute,
create separate items with distinct pricing.

If you need users to be able to enter quoted
prices, leave price blank and instruct them to
enter pricing and edit or add to the description
on their release requisitions so that the
vendor knows what buyers are ordering.
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Step 7: Adding UNSPSC Codes

Prine Sacoance

UNSPSE Sepment Fassty

UNSPSE Gl

ermecdity £9P.
Ceommenty £ aQ

.....

COMMBUYS

OPERATIGNAL SERVICES DIVESION

Commuodity-EPP and Service Codes

UNSPSCCode Browse Show Canegons.

e Desorpoon

1.

Click on the dropdown arrow next to
the UNSPSC Segment-Family field.

Click on the desired UNSPSC
Segment-Family code.

The screen refreshes with the cursor
in the UNSPSC Class field. Click on
the dropdown arrow next to the
UNSPSC Class field and the Class
results display.

Click on the desired UNSPSC Class
code.

Scroll to the bottom of the screen and
click on the Save & Continue button.

PMMBEUTS g . ‘a8

Master Blanket Purchase Order PO-17-1080-OSD01-OSDEP-7859

(]
o
0
®
m
B
B
gl

Additional product information »

Price breaksp

Image management »

20 0®

P |

[ srsined || sewbta | | Sombicowmn | | o

Step 8:

Saving the ltems

After each item is added to the PO,
scroll to the bottom of the page to
click on the best option. There are
five button options:

e Save & Add New — This button
saves the item to the PO and
opens a new item entry so that
additional items can be added.

e Save & Exit — This button saves
the item, closes the item entry
page, and returns to the ltems tab
(general sub tab).

e Save & Continue — This button
saves the item and remains on
the item entry page.

e Reset — This button removes the
item from the PO without saving
it.

e Cancel & Exit — This button
cancels the item and exits from
the item entry page.

Repeat Steps 5 through 7 until the item entry
is complete then click the Save & Exit button.
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Master Blanket Purchase Order PO-17-1080-05D01-05DEP-7859

Summn B0 progross. [

.......

Step 9: Reviewing the Iltems Tab

To edit an item you have already entered,
click on the blue hyperlinked number in the
Item # column.

[ Canermse. your o
Sarve & Contifns SHaN Iy BT Search e A3 e Cancel & Exn
Step 10: Looking Up Vendors
ars - B o i L . -

Master Blanket Purchase Order PO-17-1080-05001-0SDEP-7859 ot . o 1 Click on the Vendor tab.

wes By Veede  Bning Gote Msbeeh hoin (epOrden Remedeny  emay

[ oo | 2. Click on the Lookup & Add Vendor
[ Ve Voo b button.

Meraod

P v ot R T P O
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Step 11: Entering Vendor Search Criteria

Lookup & Add Vendor - Master Blanket Purchase Order PO-17-1080-OSD01-OSDEP-7859
Vendor Lookup =

BN e o

Fnax e

Soarch piats

NI EC Sopman amty v
UNIPICOm v

UNIPEC et
L

00N Corngery

ASRLEVENT AND TIRMS OF USL 10K SHLLERS.
L. A
Veraran Goned Bumsass Lotecproe -~

Wamen Mo st Orgonantan (AR ~

Progrom || Smas Busens Purchasing Progrom
Bmaty  ABCORFGMI|KLMNOPORETUVWXYZ

Chose Window

Enter your vendor search criteria if a single
vendor is associated with this MBPO.

If there are multiple vendors associated with
this MBPO, select the Conversion Vendor
(COMMBUYS Vendor ID 99000000) here.
The Conversion Vendor acts as an overall
placeholder for the contract and allows you to
enter all the awarded contractors as
distributors.

Step 12: Selecting the Vendor

Lookup & Add Vendor - Master Blanket Purchase Order PO-17-1080-05D01-O5DEP-7859

Vendor Loskups

12500 19516
EETTTEITEINYY

1350 19516
EETTTEITEINY]

hobilaios.in

1. Click the radio button for the desired
Vendor (either one single vendor or
Conversion Vendor for a multi-vendor
contract).

If you do not see the vendor you are looking
for, try searching again or contact the vendor
to see whether they are registered. The
vendor must register with COMMBUYS in
order to be added to a blanket.

2. Click the Add Vendor button
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Step 13: Viewing the Vendor Information

COMMBUYS g ooy g 0@ Q@
PP s BankesPurchase Order PO-17-1080.05001-0SDEP-7855 e B The vendor information now displays on the
o I Vendor tab.
; Skip to Step 16 if you have selected a single-
= - B vendor MBPO.
m . :
e If you selected Conversion Vendor for a multi-
= [ g vendor MBPO, go to Step 14.
Step 14: Searching for Multi-Vendors
Master Blanket Purchase Order PO-17-1080-05001-05DEP-7859 suuna B brigris. [

s W 1. If you selected Conversion Vendor for
= a multi-vendor MBPO, click on the
Distributors sub tab.

Vendor Distributer List

Vandar 0.3 Hearnative o Wendeor Nams Prafurraet Dalivary Mathed Vandor Dintribsster S2ate B

2. Click on the Lookup & Add Vendor
Distributors button.

I B Sl LLE  Hi e =%

Tt iy Ve i Bhe Virvdor Ditrbostir Lit

W) Moo s your chanfies bifons Mosking up and adeg vhador libulor, sorng table. Dffermise, your changes will bé leal

el B e
Step 15: Selecting Multi-Vendors

[T T Wit Yep UL T

WM b D i g L] Nimel ML i fikan (S ] If thIS iS a diStributor-based blanket, another

[ s ikt e U b (N Vendor Search popup window will display.

0015 Tuwsa Teowssinpen (LD g1, B DAY A e [ e 16 s A e e {1 T i)

WY e i i iepa 4 b W G K 1. Search for all the Vendors on the
contract and check the box next to

1-Ba 13k

BN b the Vendor's name. You will need to

.- do this process one vendor at a time.
S B [t vt b vt vt & et g i Vervdors for Al Commedlty-(PPy onfhe P [l Window

2. For each vendor added, click on the
Save & Continue button.

3. When finished adding vendors, click
on the Save & Exit button.
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Master Blanket Purchase Order PO-17-1080-05001-05DEP-7859

Master e

) Diolar Lit 56 85 0 et s vt

e Coneract el uce”

Savt & Contini Resat

suna: -t [0

Select Department D Department Name

AGY Agency Umbrella Master Cantrol

Qrganization

ALLORG

Select Close Wi

ndow

Department Lookup for Organization: Dept. of Transitional Assistance

Status

Active

A

Step 16: Setting MBPO Controls

1. Click on the Control tab, enter the
Master Blanket Contract Begin and
End Date. You can use the calendar
icons to select the dates.

2. Select the Organization(s) and
Department(s) who can view and
utilize this contract in COMMBUYS.

3. Check the Cooperative Purchasing
Allowed checkbox if multiple
Organizations can view and use this
MBPO in accordance with the RFR
language.

NOTE: If all organizations in COMMBUYS
can purchase from the MBPO, check the
Cooperative Purchasing Allowed box and in
the organization search, select the radio
button for AGY (Agency Umbrella Master
Control) for all organizations.

If you are the only organization to use this
MBPO, select the department(s) by clicking
on the magnifying glass search icon to
search for the organization and department.
You will have to select each department if all
users in your COMMBUY'S organization use
this MBPO.

You can also set a dollar limit or minimum
order amount if the contract has dollar
stipulations.

4. Click on the Save & Continue button.
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Master Blanket Purchase Order PO-17-1080-05001-05DEP-7859

A ascrmaen nfb epoin Beesen

.

1) Mariong i memm “Conibertal® ool £55ure the BOWTHAL IS Dl SE08 iy Febevirs TS0l il will 1 ok displayed Iy

Files

O Chck Add Fila 10k fie artachments
e P dnacmenrs

© 2016 Perrsceg e b

P se— 1

Step 17: Adding Attachments

1.

2.

Click on the Attachments tab.

Here you will need to upload all
attachments relevant to this MBPO.

Click on the Add File button.

Add Flle

NI s B PR Y 0L

Hame®

Destrpaay

Saarih File

I vk bt Save s Conmnue Baset

0 Mama 1500 Sy e T the i shae will sppear whars atachme repontory fien ave dnplayedd 1t can be S¥ferees oim th name on Stk and can contan alpharumanic thuracean, ypace, and 1pecal

Step 18: Browsing for Files

1.

Click on the Browse button to search
for files.

Select the desired file and click on the
Open button.

The Name* field will automatically
populate from the name of the
selected file, but you can modify it.
The contents of this field show up as
the underlined link for the file, so you
can make the text of the link more
descriptive.

Provide additional detail in the
Description field, which becomes
visible when a user goes to download
the attachment.

Add each attachment separately,
then click on the Save & Continue
button.

When you have attached all desired
files, click on the Save & Exit button.

JA_Buyer_how to create a master blanket purchase order (mbpo) from scratch_2016-12-06 12




OPERATIONAL SERVICES DIVISION

Job Aid:
How to Create a Master Blanket Purchase Order (MBPO) from Scratch

Step 19: Reviewing the Summary Tab

= COMMEUYS g R - wECNON _

s L r— i 1. Click on the Summary tab.

E — 2. Review the MBPO content.

ll oo e m—— ipas il The Summary page is broken into headings:

e ot S e s e Header information: general contract

- v HP——— e il m::rw [PRC————— information - organization,

ol o s oo oy o department, and location; contact

o M s it instructions, attachments; status. This
bt is also where the appropriate Type
P Code displays to designate the type
Arachmenss of contract, and the Solicitation
pr— Enabled checkbox that determines
e whether this is a catalog vs. a blanket
— used for future Bids for pricing not

specified in a catalog.
Paymant Tors: Shipping Methed

e Attachments: all attached files and

e e templates for the MBPO.

e Primary vendor information & PO
Terms: Conversion Vendor holds the

i e e e —— place as a primary vendor for the
multi-vendor model contracts.
Mot Blankec(Censract Conrol e Master Blanket/Contract Vendor
oD e L Mg Distributor List: since the vendors are

not active COMMBUYS Sellers yet
there is no distributor listed.

Vendor erfarmance Dasuments e Master Blanket/Contract Controls:
begin and end date for the contract,
(R— as well as who can use the contract.
T—— e |tem Information: contract line
S items/services listed.

e Approval Paths: displays the
approvers who are on the approval
g Oyl i e | e A path for the creation of the MBPO

3. Click on the Submit for Approval
button. The Blanket PO will be routed
through any approvals required and
may be returned to you to re-open,
edit and resubmit if approvers have
disapproved with comments about
changes needed.
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Step 20: Opening the MBPO

—] C@MMBUYSQ Catalog v Bl sances - ROR
&l — Once approvals have been granted, open the
] B B D s B M.BP_O. One way to find the docum_ent is by
Ll o] e i - clicking on the PO icon on the left side of the
m News Recent Documents COMMBUYS maln menu.
& - p— bocomtr et Dmawthn Sus  Leviemsd
ﬁ Receiph F
qj i [ n
Step 21: Selecting the MBPO
Purchase Orclers m .
1. Click on the Ready to Send tab.
inProgress  Readyiordppeovel  Retwwd | ReadyioSend | PendegReceqpr S PanwiBeceqt  CompleteBecegt  (osed
0 o ¢ o o o s, o 2. Click on the blue hyperlink for the
PO Description PO Type Buyr Dep/loc ~ Vendor e G Total ) A
—— desired MBPO in the PO# column.
[ O Mkt :1”"""'“'[ :::l“"""' PR S
m:'m - Open Market 'I?;;WU" :c":’"“ WA $10000
2ol 1

JA_Buyer_how to create a master blanket purchase order (mbpo) from scratch_2016-12-06

14




OPERATIONAL SERVICES DIVISION

Job Aid:

How to Create a Master Blanket Purchase Order (MBPO) from Scratch

Master Blanket Purchase Order PO-17-1080-05001-05DEP-7859

Header Information

Vendor Performance Documents

Ivem Information =

Approval Path:

Purchate Ordes Nusber: Felease Number
Seacus: Purchaser:
Fiscal Year: O Type
oeganizatice:
Departmant Rocation
Aereace 1b: Entered Dete: 2
Darys ARG: 2 etainage oo
Pring Dast Daeeall: *Deterant
Catalog I0: Feleasa Type:
Contast besructions: Voo Rate:
pene Formar: " -
sebereation Inabied:
‘spesial Instrutions:
Areachments
Agency fikes:
Agency Forma:
Vandor Files:
Vender Forma:
Payment Terms:
g Tereea:
Ve 10 Avermatien 10 Vandor Nams.
e
Master Blanket/Contract Controls
Maszer Blanket/Conract B Date: ramsat
Cosperative Perchasing Allowed:
[ S—— 28 a2 T

COMMEUYS @ Casog

Sheet Deseription:
Becens Method:
Minor Stamus:

Conorol Code:

Discoust

TTSS— Peard Enatied:
Actzal ot

Master Blankesiomract End Date:

|||||

Foare ace 23 appe s et foursd o thv purchane order

Type Code: [ —

.....

rrens Dry Operacionsl Services Division = | Mevemsis 7, 280 $27:30 44 £

Step 22: Sending the MBPO
The MBPO opens to the Summary tab page.

1. Atthe bottom of the page, select one
of the following options by clicking on
a radio button:
e Send Email and Notify
Vendor
e Setto Printed Status

NOTE: Use Send Email and Notify vendor if
this is a new contract and the vendor requires
notification. Set to Printed Status does not
notify the Vendor.

2. Click the Save & Continue button.
This action places the MBPO into
Sent status.
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